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AKTIVITAS HUMAN RESOURCES TRAINEE HOTEL FOUR
POINTS BY SHERATON JAKARTA, THAMRIN

(Matthew Setiawan)

ABSTRAK

Laporan magang ini disusun berdasarkan pengalaman penulis sebagai Human Resources
Trainee di Hotel Four Points by Sheraton Jakarta, Thamrin, yang berlangsung selama
enam bulan sejak 27 Desember 2024 hingga 26 Juni 2025. Tujuan dari kegiatan magang
ini adalah untuk mengaplikasikan ilmu yang diperoleh selama perkuliahan dalam
lingkungan kerja nyata, khususnya di bidang manajemen sumber daya manusia (SDM)
dalam industri perhotelan. Penulis terlibat dalam berbagai tugas administratif seperti
pengelolaan absensi, pembuatan Purchase Request, rekapitulasi meal order, pendaftaran
fingerprint karyawan baru, hingga proses payroll. Selain itu, penulis juga berkontribusi
dalam meningkatkan efisiensi proses administrasi serta menyusun solusi atas kendala
yang dihadapi, seperti keterlambatan pengisian data dari berbagai departemen. Melalui
pengalaman ini, penulis memperoleh pemahaman yang lebih dalam mengenai peran
strategis HR dalam mendukung operasional hotel dan mengembangkan kompetensi

profesional yang relevan dengan dunia kerja.

Kata Kunci: Human Resources, Magang, Perhotelan, Absensi, Payroll.
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AKTIVITAS HUMAN RESOURCES TRAINEE HOTEL FOUR
POINTS BY SHERATON JAKARTA, THAMRIN

(Matthew Setiawan)

ABSTRACT

This internship report is based on the author's experience as a Human Resources Trainee
at the Four Points by Sheraton Hotel Jakarta, Thamrin, which lasted for six months from
December 27, 2024 to June 26, 2025. The purpose of this internship is to apply the
knowledge gained during lectures in a real work environment, especially in the field of
human resource management (HR) in the hospitality industry. The author was involved in
various administrative tasks such as managing attendance, making Purchase Requests,
recapitulating meal orders, registering new employee fingerprints, and the payroll
process. In addition, the author also contributed to improving the efficiency of the
administrative process and developing solutions to the obstacles faced, such as delays in
filling in data from various departments. Through this experience, the author gained a
deeper understanding of the strategic role of HR in supporting hotel operations and

developing professional competencies that are relevant to the world of work.

Keywords: Human Resources, Internship, Hospitality, Attendance, Payroll.
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